March 20, 2002

SUBJECT:  ARS-425 *“Authorization to Apply For and Use Funds From Outside Sources’

TO: Center Directors/Research Leaders
Location Adminidrative Officers

FROM:  AdriannaD. Hewings
Director

| am forwarding two memos from Dr. Dwayne Buxton, Deputy Adminigtrator, NPS. Dr. Buxton
reiterates ARS s policy regarding ARS-425 “ Authorization to Apply For and Use Funds From
Outsde Sources’. Please digtribute these two memaos with the following MWA Policy to dl scientigts
in your Management Unit (MU).

Effective immediatdy MWA scientists must adhere to the following procedures in goplying for outsde
sources of funds:
1) The ARS-425 musgt bein ARIS in the Active Database before | will sgn forms as Authorized
Organizational Representative (AOR).
2) The research outlined in the proposa should:
a)  Support the misson of ARS,
b) Beof mutud interest to ARS and the outside source of funds;
c)  Supplement without detracting from the programs of the scientist and MU performing the
work;
d) Berdated to the expertise and assgnment of the individud(s) performing the work.
3) The ARS-425 must be in ARIS in the Active Database before the proposd is submitted to an
outsde source even if it does not require Area Director signature as AOR.

Please ensure that your MU follows the above procedures and initiates ARS-425s at the beginning of
the proposal writing process. The ARS-425, Proposal Cover Sheet, Project Summary, Budget and
any forms requiring the AOR sgnature must be sent to Marilyn Paul, MWA Program Andys, in order
for usto adequately evaluate the ARS-425. Once | have reviewed and approved the ARS-425,
Marilyn will forward it to NPS. Asindicated in the attached memos, NPS will complete evaluation of
the ARS-425 within three working days. When their evauation is complete and the ARS-425 isin the
Active Database, Marilyn Paul will obtain my signature as AOR and FedEx the package back to the
MU within two working days. A copy of the find proposa should then be sent to Marilyn Paul at the
time the proposd is submitted to the outside source of funding.

This new procedure will require preplanning on the part of our scientists. However, if we al work

together gppropriate gpprovas can be obtained and the funding sources deadlines met. If you have
any questions, pleasegivemeacal.
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United States Department of Agriculture

Research, Education, and Economics
Agricultural Research Service

March 5, 2002

SUBJECT:  Followup to ARS-425 Memo
TO: AreaDirectors

FROM: DwayneR. Buxton /g
Deputy Administrator

Asafollowup to my memo dated February 15, 2002, | am providing further guidance and
information regarding the processing of form ARS-425, “ Authorization to Apply For and Use
Funds from Outside Sources.”

As previoudly stated, the ARS-425 must be approved prior to submitting a proposal to outside
sources for funding. The ARS-425 should be initiated near the beginning of the grant proposal
writing process, not at the end. Scientists should not wait until the proposal is complete to submit
ARS-425. The ARS-425 requires aminimal amount of information that needs to be entered and
should be known to scientists at the beginning of the proposal writing process.

From the National Program Staff (NPS) standpoint, we are changing our approval processto
eliminate any untimely delays. NPSwill initiate a new approval process that will allow usto
complete our evaluation of ARS-425s within three working days. This new process should
eliminate concerns that scientists may have about not receiving timely decisions which could
prevent them from submitting their proposals to the funding organizations by the designated
deadlines.

cC:

E. Kniplng, OA

C. Rexroad, Jr., OA

Associate Deputy Administrators, NPS
J. Stetka, NPS

National Program Staff
5601 Sunnyside Avenue, George Washington Carver Center, Room 4-2150
Beltsville, Maryland 20705-5134
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United States Department of Agriculture

Research, Education, and Economics
Agricultural Research Service

February 15, 2002

SUBJECT:  ARS-425 “Authorization to Apply For and Use Funds From Outside Sources’
TO:  AreaDirectors

FROM: DwayneR. Buxton/s/
Deputy Administrator

In 1995, the Policies and Procedures (P& P) 321.1 on “ Acceptance of Non-Appropriated Funds to
Conduct Research or Perform Services’ was revised in order to streamline the paperwork and
approval process and to enable funding to be received in atimely and efficient manner.

In accordance with P& P 321.1, the Form ARS-425 “ Authorization to Apply For and Use Funds
From Outside Sources’ isto be fully approved before a proposal can be submitted to a potential
source of outside funds. In addition, the research should support the mission of ARS, should be of
mutual interest to ARS and the outside source of funds, should supplement without detracting from
the programs of the scientist and the unit performing the work, and should be related to the
expertise and assignment of the individual (s) performing the work.

Over the years since the streamlining process, the approval process has become somewhat
relaxed. Therefore, we are re-emphasizing that the ARS-425 must be entered in RMIS/ARIS and
fully approved through the Area Director if under $25,000 and, if over $25,000, through the
National Program Staff before any proposal is submitted to an outside source of funding.

If there are any questions or concerns, please let me know.

ccC:
E. Kniplng, OA

C. Rexroad, Jr., OA

J. Stetka, NPS

Associate Deputy Administrators, NPS
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ARS PQLI CY
FOR
ARS- 425 AUTHORI ZATI ON TO APPLY FOR AND USE FUNDS FROM QUTSI DE SQURCES
TO CSREES for | FAFS FUNDS

From Edwar d Kni pl i ng

To: Admi ni strat or s- Counci |

Dat e: Friday, April 20, 2001 8:54:46 AM

Subj ect : ARS Participation in the | FAFS G ant Proposal s

April 20, 2001

SUBJECT: ARS Participation in the Initiative for Future Agriculture and
Food Systens (| FAFS) Grant Proposal s

TO Adm nistrator's Counci |

FROM Edward B. Knipling /s/
Associ ate Admi ni strator

I have received several inquires fromArea Directors on how ARS scientists
shoul d represent and affiliate thensel ves when applying for |IFAFS grants
through a university or other collaborating institution. Upon checking with
Dr. Rodney Foil of the CSREES-1FAFS Programand with Curtis W burn of the ARS
Extramural Agreenents Division, | offer the follow ng guidance.

As you know | FAFS grants cannot be awarded directly to ARS, but a portion of
the funds can be sub-allocated to ARS fromthe awardee institutions.

An ARS scientist can thus be identified as a co-principal investigator or

col l aborator on a grant proposal, but the grant award woul d be nade entirely
to the university in the name of the university representative, i.e., the
principal investigator or co-investigator. Sub-awards to ARS via Trust Fund
or Rei nbursabl e Cooperative Agreenents woul d then be made in accordance wth
standard procedures and policies as defined by and negotiated between the
university and ARS.

An ARS scientist who has an adjunct faculty appoint could apply for a | FAFS
grant as Principal Investigator in the name of the university, if the
university authorizes that Principal Investigator by virtue of the adjunct
appoi ntnent to expend university funds and control activities for which the
university is accountable. Thus, this situation would be guided by university
policy, not by |IFAFS or ARS policy.

cc:
C. WIburn, EAD
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MM POLI CY
FOR WAI VER REQUESTS
ARS- 425 AUTHORI ZATI ON TO APPLY FOR AND USE FUNDS FROM OUTSI DE SOURCES
“SOFT FUNDS”

Policies and Procedures 321.1, Acceptance of Non-appropriated Funds to
Conduct Research or Perform Services (dated 7-6-95), addresses applying for
outsi de funds; 329.5, Assessnent of Indirect Program Support Costs (IPSC) and
I ndirect Research Costs (I RC) (dated 8-12-94), for information on applying
for waivers of indirect research costs; and to Bulletin 98-306, Indirect
Program Support Costs Policy (dated 10-01-98). These three docunments will
provide all the informati on needed to apply for a outside funds and abi de by
Agency and Area policies in a sinple, tinely way.

It is inportant to renenber that the ARS-425 nust be electronically entered
into ARIS to obtain Area Director and NPS approval and reside in the AR'S
Active database PRIOR to submitting the proposal to the outside funding
source. The ARS-425 is required of all ARS scientists who are Principa

I nvestigators (Pl's) and all ARS scientists who are co-Pl's submtting
proposal s with non-ARS col |l aborators. Submitting the ARS-425 as soon as the
prelim nary budget and project summry for the proposal are devel oped will
create no inpedinent to conpleting the proposal by the subm ssion date. The
full proposal can be witten during the approval process, which will take
approxi mately a week. Mst procedural questions can be answered by the
Management Unit secretary or the Location Adnministrative Oficer and, if a
uni que situation arises, staff in the Area Budget & Fiscal O fice are happy
to provi de gui dance.

When a proposal is funded, one of the nore difficult issues is determning
who will adm nister the funds. Unless there is a conpelling reason to the
contrary described in a witten justification and approved prior to

subm ssion, all incomng funds from outside sources on which an ARS scienti st
is the Pl (first in the list of authors) should be adm ni stered by ARS; funds
from out si de sources on which an ARS scientist is the co-Pl are adm nistered
by the PI's enploying institution. The perceived difficulties of too nuch
paperwork, hiring, grade and nationality of prospective postdocs, waivers of

i ndirect costs, obligations to cooperators and the like, can be dealt with if
t he Managenent Unit Secretary and Location Administrative Oficer are brought
into the loop early in the process of preparing a proposal. When probl ems and
awkward situations arise, it is nearly always a result of poor conmunication
or failing to neet recommended tinmetables, i.e. the ARS-425 is put into ARI'S
after the proposal has been submitted or worse, after it has been funded.

The exception to the policy of "all incomng funds from outside sources on
which an ARS scientist is the PI (first in the list of authors) should be
admi ni stered by ARS" is the National Science Foundation (NSF). ARS has a
Menor andum of Under standi ng wi th NSF whereby an ARS scientist may be the PI
and funds are adm nistered by the institution, NSF. In these cases, no waiver
fromthe Area Director is required. To date, this is the only exception
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MM PQLI CY
FOR
ARS- 425 AUTHORI ZATI ON TO APPLY FOR AND USE FUNDS FROM QUTSI DE SQURCES
TO CSREES

e Electronic subm ssion of the ARS-425 to obtain Area Director and NPS
approval s is the essential FIRST step in the application process.

The ARS-425 is required if the ARS scientist is Prinary |nvestigator
(Pl'), Co-PlI or Secondary Investigator on the proposal.

e Wen the budget and project summary is devel oped, conplete the ARS-425
in ARI'S.

e Submt the 425 electronically in ARIS at the sane tinme the Cover Sheet,
Project Summary and Budget Sheets are nmiled to the Area. The ARS 425
will be sent electronically via AR'S for Area and NPS approval s. The
ARS-425 nust be in the ARIS Active database before subm ssion of the
proposal to the fundi ng source.

e Preparation of the remai nder of the proposal can then proceed during the
approval process if the particular deadline is close.

e Submt proposal through the Area (either to Area Ofice or the Budget
and Fiscal Ofice) so an Area Director can sign the application as
Aut hori zed Organi zational Representative.

e The ARS scientist is Pl and ARS affiliation is shown throughout the
proposal to the funding source, unless a waiver is sought and approved
by an Area Director.

o Category Il scientist may not be listed as Pl on proposal for
funds from outside sources.
0 Category Il scientist may be a Co-Pl or Secondary |nvestigator

with the Research Leader as PI.
e The scientist nust sign the necessary fornms before subnitting to the
Area Ofice.

REM NDER.  Agency overhead nust be included if the dollars are to cone
directly to ARS (11.11% of net dollars).

FORM S| GNATURES REQUI RED

CSREES-661 Application for Funding
CSREES- 1232 Proj ect Summary

CSREES- 55 Budget
CSREES- 62 Assurance St at enent
CSREES-663 Current and Pendi ng Support

CSREES- 1234 NEPA - National Environnental
Pol i cy Act Exclusion Form

e A detailed budget for each year of

Scientist and Area Director
None (Scientists names nust be
typed on the Project Summary

form

None (Budget is signed when
f unded)

Area Director

None

None (Scientists nane must be
typed on the form

requested support and a sunmary

budget for the overall project period nust be included.
e Funds that will be used in an RSA (Research Support Agreement) nust have

a separate detail ed budget.

e RSAtotal is identified and entered on the line AIl OGher Direct Costs

of the overall total budget, e.g.,
$53, 281.

RSA (Research Support Agreenent)

e Personnel providing services through an RSA may not have a Ph. D

e The above requirenents apply for funds that will

(Speci fic Cooperative Agreenent).

be used in a SCA

Send a copy of the final proposal, either to Area O'fice or the Budget and
Fiscal Ofice, at the same tine the required copies are sent to the funding

source.
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ARS- 425 AUTHORI ZATI ON TO APPLY FOR AND USE FUNDS FROM QUTSI DE SOURCES
Suppl enent to ARIS On-Li ne Manual
Chapter 14C

ARS- 425 ONLY - NEVER REQUI RES AN AD- 421 Annual Research Progress Report

An ARS425 is a three-step process.

First in the process: Proposal

Second

Third i

TRUST

A 425 is created in AR'S before the proposal for Funds from Qutside
Sources is sent to the funding source or granting institution.

The created and approved 425 resides in the AR S database with a STATUS
of "pending."

A hard copy of the proposal going to the funding source or granting
institution is to be sent to the Area Program Anal yst through your
Location Adm nistrative Oficer.

in the process: Tracki ng and Updati ng

Keep track of the proposal status.

When you find out whether the proposal is awarded, funded, or unfunded,
l et your Location Adm nistrative Oficer know and update the 425 in
ARl S.

If funded to ARS for greater than $25,000, add the 416/ 417.

If Unfunded, |et your Location Adninistrative Oficer know and update
the 425 in AR S

If Awarded, No Funds to ARS, let your Location Adm nistrative Oficer
know and update the 425 in AR S.

n the process: Termnating

Keep track of the "awarded or funded" project so that you know when it
is conpleted.

When the project is conpleted, notify your Location Adm nistrative
Oficer and terninate the 425 in AR S.

Types

FUNDS PROVI DED | N ADVANCE TO ARS
for work to be perforned.

TRUST

FUNDS PROVI DED | N ADVANCE TO ARS

CRADA -

Conduct cooperative technol ogy

transfer activities (product).

REI MBURSABLE

FUNDS t

0 ARS | N ARREARS

for ARS s costs incurred
under project.

REI MBURSABLE

FUNDS UP FRONT to ARS

for Agency to Agency agreenents
e.g., FGSto ARS, DCE to ARS
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REI MBURSABLE

NO FUNDS to ARS

ARS scientist Co-Pl

Funds admi ni stered by University

Result of MJTUAL cooperation between ARS and the fundi ng source, agreenent
requi res whereas clauses and a 3-part budget.

Result of funding awarded after research proposals nmeet funding source
criteria, agreenent does not require whereas clauses. Exanples: NRI-CGP,
I ndi ana Soybean Devel opnent Council, |1SOPB, National Pork Board.

Again, if the Source of Funds is paying for the research ‘up front’ before the
research is actually acconplished, the agreenent is a Trust.

If the Source of Funds is ‘invoiced or makes paynent for the research after
it’s acconplished, the agreenent is a Rei nbursable.

When funds are received froman outside source for TRAVEL ONLY, an ARS-425 is
not needed. An AD-202, Travel Authorization, and an ‘in-kind acceptance
letter are required.

SCQURCE OF FUNDS

IF funds will be received by ARS, WHO i s the SOURCE on the ‘check’?
If the ‘check’ will say "University of Mnnesota", that is the SCURCE
If the ‘check’ will say "Consortiumfor Plant Biotechnol ogy", that is
t he SOURCE.

IF no funds will be received by ARS, the SCURCE will be the organization that
receives the funds. O ask, fromwhomw Il the scientist have access to
funds?

425 Hel ps
For No Funds to ARS 425
Pur pose of Funds 4 = Research-NO FUNDS to ARS
Type of Agreenent: R Rei nbur sabl e
| PSC. Leave bl ank
How are Funds to be Used? ALL zero
Wrk to be Perfornmed: I I nhouse
Performng O g: Leave bl ank

If you have funds going to RSA and SCA:

Li st RSA funds under the field "RSA"

Li st the SCA funds under the field "Qher"

Wrk to be Performed: B (Both) I|nhouse & Extranural

Qutside funds coming into ARS can GO QUT ONLY through a Research Support
Agreenent or Specific Cooperative Agreenent.

If CRADA, and incoming funds >$25, 000:

Add 416/ 417 upfront when subnitting action. MJST conplete field: “Value of
owned or Controlled ARS Buildings & Land Wilized,” which is the cost of the
use of building and/or land that is borne by each project. ARS can either ask
the outside party to pay its fair share of those costs or ARS can consider
those costs to be an in-kind contribution. 1In either case, those costs nust
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be consi dered in devel opi ng a budget.
. First - estimate the percentage of ARS owned or controlled buildings
and/or land to be used when perform ng the research/service.

. Second - find the ambunt budgeted for |and and structures ((oject O ass
3200 on the approved ARVP) on the project associated with the
resear ch/ servi ce.

. Third - multiply the anobunt budgeted for buildings and | and by the
estinmated percentage. This is the result to be entered. This anount is
not part of “How are Funds to be Used,” and is not to be calculated in
the “Total Proposed Anount.”

If Trust or Reinbursable, and incom ng funds > $25, 000,
Submit 425 ONLY; when notified of awarded funds, ADD the 416/417 i mredi ately.

To extend tine or add funds to 425

Create a Wrk Record fromthe Active.

Modi fy fields in Wrk Record as needed to assure the ARS-425 nmatches the
Agr eenent .

Add funds to fields in the How are Funds to be Used section.

Forward to Area Level.

Conti nuation of 425 when funds <25,000 or >25, 000

Proposal submitted by scientist to funding source to receive nore funds for
on-goi ng project nmust be docunented with a new 425. This is the proposal
stage. |If funded, funds are then added to Active 425 of on-going project and
Pendi ng 425 i s marked Unfunded.

Start Date and Term Date
Dat es on executed agreenent.

Awar d Date
Date on executed Agreenent |ast signed by authorized official.

Agr eenent Nunber
Added at Area but required before record becones Active.

| PSC

Ref erence Table can identify if IPSCis
(1) Never Wived;

(2) A ways Wiived, or

(3) Can Request Wi ver

FORM NUMBER: 425 FI ELD NAME: | PSC - Indirect Program Support Costs
I NFORVATI ON: Data fromthe reference table to identify if I1PSCis taken/waived
automatically or if a request for waiver can be made to BPMS.

FORM NUMBER: 425 FI ELD NAME: Requesting | PSC wai ver

I NFORVATI ON: Enter a Y=yes or N=no. If Y entered, enter why you are requesting
wai ver. BPM5S will use this information to approve/di sapprove the request. Be
conci se and explicit describing the reason.

WAl VER REQUESTS

If a request is made within the ARS-425 to waive | PSC, and the request neets
the waiver criteria, the waiver will be approved.
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If the waiver request does not neet the waiver criteria, the waiver request
field in the ARS-425 is narked ‘no’ or denied.

Contact the Area Program Analyst if the waiver is re-requested with additional
i nformation.

Contact the Area Program Analyst if a waiver request is nade for a source for
which IPSC is Never Waived in AR S.

Figuring Indirect Research Costs for Proposal Budget Sheets

11. 11% net goes on Indirect Costs line
To clarify:
If total fromTotal Direct Costs Line is $200,000, multiply $200, 000
times 11.11%
Result is $22,220 and goes on Indirect Costs |ine.
Add together the $200,000 and the $22, 220.

Result is $222,220 and goes on Total Amount of Request |ine.

Docunent ati on

Docunent ation shoul d all ow Extranural Agreenments Specialist to process the
agr eenent .

Docunent ati on shoul d al |l ow Program Anal yst to process the ARI'S action.
Program Anal yst checks the AR'S acti on agai nst the docunentation, | ooks
particularly at the budget sheets to see how the inconmng funds will be spent,
if any funds will go into a RSA, a SCA or will be used to hire an ARS

enpl oyee.

Essential that the scientist knows and expl ains how the funds are to be used
and correctly prepares the budget sheets and budget justification.

Anmendi ng Funds on ARS-425

How are Funds to be Used section. Print a copy of Active for record of dollar
amounts in How are Funds to be Used section.

Exanpl e:

$25,000 was originally entered into Supplies, but in the funded proposal only
$15,000 will be received for Supplies. So, calculate the amount to be
subtracted fromthe Supplies field and enter that anount as a mnus in the
field.

a d Amount New Anpunt M nus Anount

$25, 000 $15, 000 -10, 000
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Funds Post ed
Only funds posted are required to nove a 425 Only from Pending to Active.

ABFO recei ves a check
Creates work record for the 416/417 w 425 or 425
Modi fies fields
Adds Fund Commi t nent
Approves record and Fund Conmit nent

416/ 417/ w425 or 425 is sent to NPS

Fund Commitrent is sent to BPMB
BPMS nust col | ect and approve Fund Commitnents before they go to the
official file

Check Status - 425 Budget to |l ook at any Fund Conmtnents to determ ne the
st at us.

If status is BPMS approved, the next day the record will be in the official
file.

The first tine funds are posted, the action, adding Fund Comm tnent, goes to
Area Level and the Area Program Anal yst approves record.

Subsequent postings by the ABFO bypass Area Level and go directly to BPMB.
If ABFO nakes additional changes, e.g., TermDate or to other predefined

fields, these actions go to Area Level and the Area Program Anal yst approves
record.
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TERM NATI ON PROCESS

BEFORE TERM NATING a T or R project (or 425) that has had noney coming into
the Agency under a Trust, Grant, CRADA, or Reinbursable agreenent there are a
few steps you can take that will save everyone a |ot of headaches. NOTE If a
project is termnated before all noney is posted to the 425 we either risk not
being allowed to collect the noney or a request has to go all the way to HQ to
have the project reeinstated.

STEP 1:

Is there a fornmal agreenent in place where we are receiving noney fromthe
cooperator? |If the answer to this question is ‘NO you can stop here and
termnate the project. |If the answer is ‘YES proceed to the next step

STEP 2

We need to determine if all the noney has been received fromthe cooperator
and posted to the 425 in ARIS. Followi ng are the steps you can take to see if
all the noney has been posted in AR S

a) From a copy of the actual agreenment determ ne the anmount of nobney
to be received. (Note: Please refer to the agreenent and not the
425 for this anobunt as the 425 nay not have been changed to nmatch
t he agreenent)

b) Once you know t he agreenent anpbunt you can go into ARI'S and check
the ‘Fund Commitment’ to verify the funds have been posted.

c) If all the funds have been posted to the 425 you may proceed to
termnate the project in ARIS. If all the funds have NOT been
posted you should talk to your LAO to determ ne what needs to be
done to collect any renmining dollars fromthe cooperator

d) If additional funds need to be collected you will need to hold off
on termnating the project until the funds are received and the
ABFO updates the ARIS record. Once this is conplete you can
proceed to ternminate the project.

If you need assistance on how to check ARIS for the posting of funds to the
425 pl ease contact the Area Program Anal yst.
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GUIDE
ARS-425 AUTHORIZATION
TO APPLY FOR AND USE FUNDS FROM OUTSIDE SOURCES

FORM NUMBER: 425

Field Name Information and/or Choice MU Entry
M odecode/ Defaulted by the users no entry is needed here
L og Number modecode on insertion of anew

425. The log number is

composed of the Mode Code

followed by a sequentid number
assigned by the computer. The
sequentia number will never
change and will be essentidly a
random number &t the
Management Unit leve.

Contact The name will be sdlected froma | Thiswill be the ARS scientist ...
file of the "personnd” datawithin
the Management Unit inputting Only Category 1 and 4 SY's can be

the 425, obtained from NFC listed as Contact for all research
payroll file. The seriesand grade | proposals. Services Only can have
defaults from the sdection. non-SY listed as Contact, i.e,.
Location Adminigtrative Officer.
Type P=Principal | nvestigator: ARS scientist will be?
Responsible for the project

C=Co-Principal Investigator:
Shares respongibility with

another, usudly anon-ARS
individud.

S=Secondary Investigator: Has
no respongbility for the
completion of the

project. Servesasan ad hoc
advisor to the PI.

Defaults to the Responsible ARS scientist phone #?
Teephone Person's (RL) phone number
from the "Misson Statement” file | Phone number should be modified
inARIS. to reflect the phone number for the
Contact.




Purpose of funds

NOTE: When
research <$25,000
total funding becomes
>$25,000, the
Purpose of Funds
code will need to be
changed to 2 and an
AD-416/417 must be
entered. The sart
date will default to the
origina start date of
the <$25,000; if
necessary, correct
the start date on the
425 prior to ataching
the 416/417.

1=Resear ch <=25,000: Totd
funding for the duration of the
project will not exceed $25,000.
Never requires an AD-416/417.
2=Resear ch >25,000: Totd
funding for the duration of the
project will exceed $25,000.
Always requires an AD-416/417
which must be entered in ARIS
before research begins and funds
are committed to the project.
3=Services Only: Never
requires an AD-416/417. Must
identify type of service. Type of
Agreement R.

4=Resear ch-No Fundsto
ARS: To be used when scientists
cooperate with non-ARS
scientists on projects of mutua
interest and funds do not enter the
ARS accounting systems. No
AD-416/417 isrequired. Also
used for NSF proposals. Type
of Agreement R.

5=Gifts: Usefor “unrestricted”
gifts. Never requires an
AD-416/417. Type of
Agreement T.

Answer these to choose Purpose
of Funds #

If funded, will ARS receive check
for $$$?

YES __ $$%

NO

If YES & lessthan 25K, choose #1

If YES & more than 25K, choose
#2

If YES & Services Only, choose# 3
If YES & Gifts, choose#5
If NO FUNDSWILL BE

RECEIVED BY ARS, choose# 4

ARS scientist will be?

Type of agreement

R=Reimbursable: ARSwill hill
the funding source as costs are
obligated.

Also use R with Pur pose of
Funds #4, RESEARCH-NO
FUNDSTO ARS.

T=Trust: ARSrecaivesdl funds
a dtart of the project.
C=CRADA: Fundsarein
support of a Cooperative
Research and Devel opment
Agreement (CRADA).

ARS scientist will be?
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If Service, Type of
Services

NOTE: To be used

only with Pur pose of
Funds #3, Services
Only.

1=Sale of Assets: sdleof
property i.e. animas, crops etc.
2=Quartersand Other

Ser vices. housng and
miscellaneous charges such as
utilites available to employees on
areimbursable basis.

3=Space and Other Services:
reimbursement of costs
associated with space occupied
by other agenciesin ARS
fecilities. Other services are
utilities, hazardous waste
clean-up, building and ground
maintenance, etc.

4=Travel: Receipt of fundsfrom
an outsde organization for travel
expense of an ARS employee.
In Kind travel does not require
the 425.

5=Administrative Services:
Miscdlaneous adminidrative
sarvices such as personnd,
conferences, copier usage, etc.

Isthe Purpose of Funds #3 -
Services Only? If not, leave this
blank.
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Remarks Briefly summarizes reason for Useto state reason for action and
action. communicate any additional
information.
Examples.
Proposa submitted to NRI-CGP,
FY-95, $200,000.
CRADA proposa submitted to
United Agriculturd Products,
FY-96, no funds involved.
AWARDED to UNIV OF IL from
[llinois Soybean Program Operating
Board, $200,000 for 3 yrs. NO
FUNDSTO ARS. Moveto Active
Status.
NO FUNDSto ARS. Funds, if
awarded, to be administered by
UNIV OF IL; proposa submitted to
USB, FY-97, $10,000.
Sour ce of funds/ Selected from atable that If asourceisn't shownin the table,
Type identifiesdl sourcesfromwhom | send a message to the Area Program
ARS has received funds. Anayst, who will seethat necessary
Type: indicates type codes are established at NFC and
of organization. entered into ARIS.
System generated
from Source table. ARS scientist source?
IPSC Data from the Source Table
identifiesif IPSC is taken/waived
I PSC - Indirect automdticdly or if arequest for
Program Support waiver can be made to BPMS.
Costs.

N = Never waived; overhead
will be taken.

Y = Can request waiver.
Blank = Exempt from

over head; dwayswaived as
indicated in Source Table.




Requesting IPSC Y=yesor N=no. To request waiver of |PSC, choose
waiver Y=Requesting Waiver. State
reason & use P& P 329.5, Page 4(E)
dated 8/12/94 and cite exact
reference gpplicable. BPMS will use
thisinformation to
approve/disapprove the request.

Financial Interest Y=yesor N=no If Y entered, give explanation. The
Agency Ethics Office will usethis
information for their records.

Start/End Dates/ Computer automatically Enter the proposed START and
Duration cdculates the duration. END dates.
ARS scientist dates?

When the proposdl is funded, the
dates MUST BE modified to reflect
the ACTUAL Start and End date of
the executed agreement. Once
approved and in the Active File the
Start date will become
non-modifiable and will bethe
determining date for the 5-year
duration.




How are Fundsto
be Used

NOTE: If Purpose
of Funds #4,
RESEARCH-NO
FUNDSTO ARS,
leave these fidlds dll
ZERO (blank).

ARSFTE: Number of ARSFTE
who will be paid sdariesfrom
these funds.

Cat 1and 4 Salaries: ONLY
APPLICABLE to Baylor and
Tufts Universty. |salways
ZERO for all other ARS
locations.

Supplies: Used for supply costs.
Equipment: Used for equipment
costs.

*Other Federal Salaries:
Used for sdaries of hired ARS
employess, i.e., postdocs,
technicians.

Travel: Used for travel costs.
**RSA: Used for RSA salary
and any other RSA costs. RSA
hire must be grad student; no
PhD.

***Other Costs: Used for SCA
sdary and related costs, IPSC,
publication cogts, and other costs
without a designated field.

Total Proposed Amount:
Cdculated by the computer from
individud field entries.

If ARSwill be recaiving $$$ and the
ARS stientist is hiring someone who
will receive an ARS paycheck, put in
the number of ARSFTE. For
ingance, if $$$ will pay for 3FTE
over a 2-year period, the ARSFTE
should be 3. DO NOT INCLUDE
RSA FTE. PERSONS
WORKING WITHIN AN RSA
ARE NOT ARSEMPLOYEES.

ARS scientist funds distribution:
If ARSisreceiving $$$, distribute in
these categories.
Cat 1 and 4 Salaries
Supplies

Equipment

Other Federd
Sdaries*

Trave
RSA\**

Other Costs***
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Value of
Owned/Controlled
ARS Building/Land

Thisfidd must be completed
when the Type of Agreement
isC=CRADA.

The cost of the use of building and/or
land isared cost that is borne by
each CRIS. ARS can ether ask the
outside party to pay itsfair share of
those costs or ARS can consider
those coststo be an in-kind
contribution. In ether case, those
costs must be considered in
developing abudget. First -
estimate the percentage of ARS
owned or controlled buildings and/or
land to be used when performing the
research/service. Second - find the
amount budgeted for land and
structures (Object Class 3200 on the
approved ARMP) on the CRIS
associated with the research/service.
Third - multiply the amount
budgeted for buildings and land by
the estimated percentage. Thisisthe
result to be entered. Thisamount IS
NOT part of How are Fundsto be
Used, and WILL NOT be
caculated in the Total Proposed
Amount.

Title of Proposal

Thisisarequired fidd on dl
research projects, and will

ARS scientist proposal title?

NOTE: Services become non-modifiable on All modifications to the title must be

Only will have no research projects over $25,000 | made on the AD-416.

title after an AD-416/417 is entered.

Work to be Thisfidd isrequired for dl Describe the type of work to be

Completed research agreements. performed. Usethe Objectives
from ARS scientist proposd for this

fidd, i.e, Invedigate ... Determine

ARS scientist proposal objectives?
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Work to be
Performed

NOTE: If $$$to
RSA or SCA, Work
to be Performed
must change from
Inhouseto Both or
Extramural
depending on ARS
scientid’ sinvolvement
in project

I=Inhouse: All work will be
performed inhouse by an ARS
sientist.

E=Extramural: All work will be
performed extramurdly by an
outsde organization (by means
of an SCA or RSA or Contract).
B=Both: Part of the work will be
performed inhouse by an ARS
scientist and part extramurally
by an outsde organization (using
an SCA, RSA, or Contract).

Is ARS stientist giving $3$ to a RSA
or SCA:

NO
I=Inhouse

YES _ $3%
Either E=Extramurd or
B=Both

What will ARS scientist be doing?
Will ARS scientist have others
involved? How?

Extramural
Agreement Type

NOTE: Thisfiddis
required if Work to

1=Specific Cooper ative
Agreement (SCA)
2=Contract

3=Grant

4=General Cooperative

If ARS scientist is giving funds out,
how?

be Performedvdue | Agreement (Used only a
ISE or B. Baylor)

5=Research Support

Agreement (RSA)
Principal Nameof Principal Performing | Thisfidd MUST be sdected from
Performing Organization the Performing Organization teble. If
Organization an organization is not shown in the

NOTE: Thisfiddis
required if Work to

be Performed vdue
iISE or B.

table, contact the Area Program
Andys to establish one.

If thereis more than one Performing
Organization, enter the one recaiving
the most $$$ and explain the other
one receiving $$$ in the "Reason”
fidd.

What organization is receiving
$$$ from ARS scientist?

Extramural Amount

NOTE: Thisfiddis
required if Work to
be Performed vdue
isB or E.

Amount of $$$ given to
Principal Performing
Organization

Enter the amount in whole dollars
that will be given to the Principa
Performing Organization. If multiple,
add and enter total. Do not use other
punctuation in whole dollars;
computer autometicaly generates
punctuation.

$5$
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Reason for
Extramural
Resear ch

NOTE: Thisfiddis
required if "Work to
be Performed" vadue
is"E' or "B".

Describes the reason the work
will have to be performed
extramurdly.

Match remarks to Extramura
Agreement type.

Examples

“Research Support Agreement for
sarvices, sdary costs”

“Specific Cooperative Agreement
with Case Western Reserve
Universty; Dr. Kung'slab hasthe
expertise in congruction of
retroviruses for mutagenesis andyss.
Project requires additional expertise
in congtruction of retrovirusesfor ...
not currently available in the MU or
ARS.

In-house Project
Title/Number

Thisfidd isrequired for research
agreements, and isto be selected
from the ligt of inhouse projects

within the Management Unit.

Select the related inhouse project
that the Contact person islisted on
asan Invedtigator. Thetitle of the
inhouse project will default in from
the selected project number.

Which project is ARS scientist
listed on as Investigator?

Resear ch Related
to In-house Project

Thisfield isrequired for research
agreements.

Y=Yes. proposed research is
directly related to the Contact's
inhouse research.

N=No: proposed research is not
directly related to the Contact's
inhouse research.

If no, describewhy | Thisfidd isrequired if proposed | Describe why these funds should be
funds should be research isnot directly related to | solicited.
solicited the Contact's inhouse project.

Funds are being solicited to ...
Sub-Commodity Thisfield isrequired for research | Select up to 2 STP codes from the
and STP Codes agreements, and isto be selected | list. Atleast 1 codeis required.

from the sub-commodities and
drategic plan codes (STP) from
the inhouse project.

Select up to 4 sub-commodities
fromthelig. Atlesst 1
sub-commodity is required.




Describe
Deliverables

Thisisarequired fied for
research agreements.

Describe the ddliverables the Agency
(ARS scientist) will provide the
funding organization.

Examples

“Production systems to manage crop
pests.”

“Results of dl physologica assays
(immune and hormone) and
behaviora observations of dairy
cattle”

“New germplasm line”

For NRI-CGP, state "Progress
reports and find financid satus
report."”

Use verbage from objectivesin
proposd tofill thisin.

What will research of the ARS
scientist accomplish? Impact?

Resear ch Require
MoreFTE's

NOTE: Thedaain
thisfidd "matches’
the datafrom How
are Fundsto be
Used - ARSFTE.

Thisisarequired fied for
research agreements.

Y=Yes if yes indicate the
number of FTE's needed. (If yes,
the Area Director will
agree/disagree to provide the
FTE's)

N=No: if no, leave Number of
FTE needed blank.

If $3$isin Other Federd Sdaries, a
FTE isrequired.
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Research Support Agreenents
Fact Sheet

ARS MAY ACQUI RE GOODS AND SERVI CES FROM STATE COOPERATI VE | NSTI TUTI ONS

ACQUI SI TI ONS ARE ALLOVED FOR

. LAB TECHNI CI ANS AND Al DES

. SUPPORT PROFESSI ONALS ( NOT PERFORM NG ORI G NAL RESEARCH)
. SEASONAL AND | NTERM TTENT WORKERS

. GRADUATE AND UNDERGRADUATE STUDENTS

. PAYMENT OF TU Tl ON REM SSI ON FOR CGRADUATE STUDENTS

. SUPPLI ES LESS THAN $1, 000 FOR RESEARCH UNDER THE RSA

. FACI LI TI ES MAI NTENANCE AND SECURI TY SERVI CES

. TELEPHONE AND UTI LI TY USAGE SERVI CES

ACQUI SI TI ONS ARE NOT ALLOVWED FOR

. SY'S IN EXCESS OF 90 CALENDAR DAYS IN A FI SCAL YEAR
. POSTDOCTORAL SClI ENTI STS/  RESEARCH AFFI LI ATES

. DI RECT SECRETARI AL / CLERI CAL HELP

. VI SITING OR FOREIGN SY' S

. REI MBURSEMENT OF TRAVEL FOR ARS EMPLOYEES

. EQUI PMENT PURCHASES

M DWEST AREA PQLI CY

. THERE | S A 4- YEAR LI M TATION PER | NDI VI DUAL ON ALL RSA
APPQO NTMENTS. THI'S | NCLUDES BOTH FULL AND PART- TI ME
EMPLOYEES

. NO RETI RED FEDERAL EMPLOYEES W LL BE H RED BACK ON THE RSA

. ALL GRADUATE STUDENT APPO NTMENTS MUST BE APPROVED BY
THE AREA DI RECTOR

. GRADUATE STUDENT 4- YEAR LI M TATI ON WLL CONSI ST OF 2 YEARS

FOR MASTER S DEGREES AND 2 YEARS FOR THOSE PURSUI NG A PhD
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NEW

416/ 417
No award date
Start & term dates
Remar ks
I nvestigator on D
SY &I time 0.0
Bot h nanmes added
bj ecti ves
Appr oach
Bi osaf ety
Keywor ds
Resear ch Codes
BRCOM

o Ooooouooou

425

QO Source of Funds

O How are Funds to be Used
FTE
Feder al
RSA
SCA

Q I nhouse Project #

Q SA & STP codes

Q FTE

Sal ari es

Oh R&T projects,
on the in-house project.

Trust,
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Rei nbur sabl e

RENUMBER

416/ 417
Q Start & termdates
Q Remar ks
Q Investigator on D
Q Approach
Bi osaf ety
Q Research Codes
BRCOM
425
Q I nhouse Project #
Q SA & STP codes

check to be sure that the ARS investi gator

listed is al so



ARS- 425, COVER SHEET, BUDGET SUWARY, BUDGET EXAMPLES
and
SUPPLEMENTAL | NFORVATI ON

Personnel hired by ARS should be in the Salaries and Wages section of
t he Budget sheet.

Sal ari es and benefits for personnel hired through a RSA or SCA shoul d
not be in the Salaries and Wages section of the Budget sheets, but
instead should be entered in the All Gher Drect Costs section and have
a separate Budget sheet as per Exanpl es.

Exanpl es fol | ow.
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